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GOVERNMENT OF THE DISTRICT OF COLUMBIA 
Department of Health 

Health Professional Licensing Administration 
 
 
 

    
Board of Nursing Home Administration 

 
 

APPLICATION INSTRUCTIONS AND FORMS FOR A LICENSE  
TO PRACTICE AS A NURSING HOME ADMINISTRATOR  

IN THE DISTRICT OF COLUMBIA 
 

We welcome your interest in becoming a licensed Nursing Home Administrator in the District of Columbia 
and look forward to providing expedient and professional service.  However, the quality of our service is 
dependent on the completeness of your application.  Please read these instructions carefully.  Any 
application not completed in accordance with these instructions will be returned without action.  All fees 
are earned when paid and cannot be transferred or refunded. 

All individuals who wish to practice as a Nursing Home Administrator in the District of Columbia who have 
met the general requirements of these instructions. 

 

WHERE TO FILE 
All new license applications and documents should be sent to the following address: 

Department of Health 
Health Professional Licensing Administration 
DC Board of Nursing Home Administration  
717 - 14th St NW, Suite 600
Washington, DC 20005 
 

Checks or money orders for application and license fees should be made payable to Promissor and 
submitted along with your application. 

If you have any questions, call DOH/HPLA’s Customer Service line at 1-888-204-6193 between 8:00 a.m. 
and 5:00 p.m. EST Monday through Friday.  Please read these instructions carefully to facilitate prompt 
processing of your application.  Illegible applications and applications submitted without required 
notarization or with incorrect fees will be returned in their entirety, including fees.  Please print or type all 
information except signatures. 

 

GENERAL REQUIREMENTS FOR ALL APPLICANTS 
A. Applicant must not have been convicted of an offense, which bears directly on the applicant’s fitness 

to be licensed. 

B. Applicant must be at least 18 years of age. 

C. Applicant shall submit the following: 

1. A complete and notarized application form; 

2. Two (2) recent passport type photographs of the applicant’s face measuring 2” x 2”; 

D. Comply with all other applicable requirements set forth in these instructions: 

E. Application Fees 
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All fees are earned when paid and cannot be transferred or refunded.  Please make check or money 
order payable to Promissor. 

Application/license fee/State Exam ............................$247.00 

For information concerning the application process call (888)-204-6193 
 

EDUCATIONAL REQUIREMENTS FOR APPLICANTS EDUCATED IN THE UNITED STATES, 
TERRITORY OR COUNTRY 
A. An applicant for a license to practice as a Nursing Home Administrator must have received a 

baccalaureate degree from an institution accredited by the Secretary of the U.S. Department of 
Education or the Council on Postsecondary Accreditation, which must include the following courses: 

1. Accounting  3 credit hours 
2. Human resources or personnel management 3 credit hours 
3. Management    3 credit hours 
4. Gerontology    3 credit hours 
5. Healthcare law or health care ethics    3 credit hours 
6. Management of long term care institutions   3 credit hours 

B. That the applicant meets one of the following requirements: 

1. Administrator in Training (AIT) - Applicant has worked for at least 1 year during or after 
completion of the baccalaureate program in a nursing home licensed in the District under the 
general or immediate supervision of a nursing home administrator which meets the practical 
experience requirements below of these instructions by submitting with the application a 
completed Verification of the Training Form or 

2. Applicant has earned a mater’s degree in a program accredited by the Accrediting Commission 
on Education for Health Services Administration (ACHESA) which meets one of the following 
requirements: 

a. The program included an experiential component in a licensed nursing home or 
b. The program was supplemented by employment in a licensed nursing home for six (6) 

months during or after completion of the master’s program, which employment was under the 
general or immediate supervision of a nursing home administrator, and which meets the 
practical experience requirements in the practical experience requirements below of these 
instructions by submitting with the application a completed Verification of Training Form. 

c. Applicants must arrange for a certified transcript of their educational program to be sent 
directly from the educational institution to the address on Page 1. 

 

PRACTICAL EXPERIENCE REQUIREMENTS 
A. The practical experience required for applicants in the Educational Requirements section above of 

these instructions shall: 

1. Include practice under general supervision averaging at least 35 hours per week, 2 hours per 
week of which shall be under immediate supervision; and 

2. Encompass all aspects of the practice of nursing home administration, including: 

a. Preparing and reviewing a budget encompassing all operations and contracting by the 
nursing home; 

b. Preparing a cost analysis of specific operational categories within the nursing home; 
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c. Reviewing all Federal and District laws relating to nursing homes, including reporting and 
filing requirements, resident care, resident’s rights, and pharmacy services; 

d. Participating in the daily operations of each operational unit within the nursing home, 
including the making of administrative rounds; 

e. Reviewing procedures for handling medical emergencies and emergencies involving fires 
and interruptions of water, gas, and electricity services; 

f. Bookkeeping and financial management; 

g. Procurement, including purchasing and contracting procedures and decisions; 

h. Personnel management, including the recruitment of employees and volunteers, review and 
revision of position descriptions, and development and application of performance standards; 

i. Public relations; 

j. Employee and Volunteer training programs; 

k. Resident care, including participation in the care of residents involved in daily activities; 

l. Therapeutic services, including physical, occupational, and speech therapy; 

m. Outpatient services available in the community; 

n. Reviewing transfer agreements; 

o. Generating and maintaining medical records; 

p. Engineering and maintenance functions; 

q. Housekeeping, including cleaning schedules, trash removal arrangements, and laundering; 

r. Nursing, medical, dental, podiatric, pharmacy, and laboratory services and procedures; 

s. Food and Nutrition services 

t. Counseling and social work services; 

u. Recreation programs; 

v. Interaction with resident’s council; 

w. Safety and accident prevention procedures and devices; 

x. Participation in the admission, transfers, and discharges of residents; 

y The role and functions of the governing body; 

z. Evaluating the quality of resident care services; 

aa. Reviewing the adequacy of communication between staff and residents; 

bb. Acquiring a knowledge of the resident’s rights program. 

APPLICANTS EDUCATED IN FOREIGN COUNTRIES 
A. The Board may grant a license to practice nursing home administration to an applicant who 

completed an educational program in a foreign country if the applicant: 

1. Meets all requirements for licensure except for educational requirements for applicants educated 
in the U.S. and 

2. Demonstrates to the satisfaction of the Board that the applicant’s education and training are 
substantially equivalent to the requirements by submitting one of the following: 

a. Proof satisfactory to the Board that the applicant has received the required degree from a 
foreign institution that was accredited, at the time the degree was conferred, by an 
accrediting body recognized by the national government of the country in which the institution 
is located or 




